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FI RE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses entry level, clerical positions of the
classified service, the primary responsibility of which is
processi ng departnmental records and reports, and assisting with
financi al managenment duties. Fire Records Clerks receive, sort,
prepare, and organi ze records, reports, correspondence, or other
information for use by departnent personnel. Enployees of this
class input data to be electronically stored on computer storage
media for proper filing in accordance wth established
procedures. Fire Records Cl erks receive general instructions for
routi ne tasks and work i ndependently in nost areas. |ncunbents
of the class of Fire Records Clerk report to and have work
reviewed by the Chief Admnistrative O ficer.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Recei ves, reviews, processes, and files departnment records,
reports, correspondence, and other materials in accordance with
departnmental procedures. Deternm nes subject matter, and sorts
according to filing procedures. Stanps material to be filed to
record the date and tinme of receipt. Sets up filing systenms and
periodically inspects systems for maintaining records and
reports; recomends new procedures for office functions when
necessary. Keeps records on the |ocation of materials renoved
fromfiles. Traces mssing files. Disposes of obsolete files
and records in accordance with established retirenent schedul es
or | egal requirenents.

Enters routine information in department records and fills out
all fornms or records required or assigned. Checks records and

reports for conpl et eness, accuracy, and conformty to
est abl i shed procedures. Corrects errors in records and reports,
or returns them for correction. Extracts information or

sunmari zes contents of files for use by departnent personnel

Operates a conputer termnal with word processing or database
system software to process paper docunents, or to enter data
which is electronically stored on conputer storage nedia.
Retrieves information or docunents fromthe files and conputer
dat abase. Perforns appropriate back-up function in conputer
files. Processes departnmental records utilizing other office
equi pnment including, copying machine, facsimle machine, and
cal cul at or.
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Fills out all fornms and records required. Makes cal cul ati ons
necessary to conpute payroll; conpletes payroll records; and
prepares payroll checks. Posts itenms into journals, |edgers, or
ot her accounting records and bal ances the accounts. Conpiles
information for and assists in the preparation of the
depart nental budget.

Assists in the maintenance of the inventory of supplies and
equi pnment for the departnment. Assists with the arrangenent for
repairs and mai ntenance of departnental equipnent.

Processes incom ng and outgoing mail for the departnment. Acts
as receptionist to departnent visitors; answers tel ephones; and
types letters, fornms, nmenos, statenents, and other assigned
docunments. Answers inquiries for the public about the operation
of the departnment or other relate areas of departnental
oper ati ons.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be net by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified elector of the State of Loui siana.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout reasonabl e accommbdati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of education.

Must present a certificate verifying the ability to type 45
words per mnute (net).

MUST MEET ElI THER OF THE FOLLOW NG REQUI REMENTS
A m ni mum of six (6) nonths work experience in which the prinmary
duties involved the direct operation of a conputer termna
utilizing a word processi ng and/ or database application.

OR

Vocational / Technical «certification in the operation of a
conput er term nal and word processing and/or dat abase
application.
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OR

Ot her such alternative experience or training which, in the
opi nion of the board, would satisfy the above requirenents.
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